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Abmt Rbgtjlation] headquarters 

\ DEPARTMENT OF THE ARMY 

No. 611-3 J ' Washington, DC, 4 September 1974 

^ : " : : 

PERSONNEL SELECTION AND CLASSIFICATION 

^ -■- MILITARY OCCUPATIONAL DATA BANK (MODB); 

' ■ Effective 15 October 1974 

This revision incorporates changes in the MODS method of operation; revises the list of oc^ 
^ * cupational data collection agencies; and provides expanded information concerning data 

O analysis^ data reliability, jind supplemental information available to MODS users. Local 

limited supplementation of this regulation is permitted, but is not required. If supplements 
are issued. Army Staff agencies and major Army commands will furnish one copy of each to 
HQDA (DAPC-PMR) 2461 Eisenhower Ave., Alexandria, VA 22331; other commands will furnish 
one copy to the next higher headquarters. 
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CHAPTER 1 

GENERAL- 





1-1. Purpose. (L This regulation contains policy 
guidance, administrative procedures, and resptyisi- 
biliCics for the operation and maintenance of the 
Military Occupational Data Bank (MCMDB), ECS 
MILPCM. 

6. Source data collection and MODB reports 
for warrant and commissioned officers will be 
published in forthcoming chapters 4 and 5 
respectively. 

1-2. Scope, a. This regulation applies to Army 
Staff agencies and Army commands responsible 
for: 

(1) Managing personnel resources. 
^2) Training or development of personnel. 

(3) Determining qualitative personnel re- 
quirements for new equipment. 

(4) Developing organization and doctrine. 

6. For source data collection, this regulation 
applies to Army Staff agencies and Army com- 
manda through company level. 
1-3. Explanation of terms, a, MODB project oifi- 
cer. The designated Army Staff agency or Army 
command representative responsible for perform- 
ing duties associated with the Military Occupa- 
tional Data Bank (MODB). 

6. Quedtionnaire administrator. A member of 
the ITS Army or a DA civilian familiar with the 
MODB syst<?m who administers MODB question- 
naires to MOS incumbents. Questionnaire adminis- 
t ratoi-s may be MODB project officers. 

c, MODB user. An Army Staff agency or Army 
commifhd that has a need for occupational infor- 
mation from the MODB. 

rf. MOS incumbent, A member of the US Army 
who is assigned to and performing duty in a par- 
ticular position. 

e. MUitari/ occupational apemcity (MOS). The 
term used to identify a grouping of duty, positions 
possessing such close occupational and functional 
relationship that an optimal degree of inter- 
changeability among persons so classified exists 
at any given level. 

/. Military occupatioTUtl speciulty code 
(MOSC).' 

(1) EnliHted. The five-character code used to 
identify MOS, skill level, and special qualifica- 
tions. The first throe charadtc^-s identify the MOS, 
the fourth character identifies the skill level, and 
the fifth character identifies special qualifications. 
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(2) WarraTit o-fftcer. The warrant officer MOS 
code consists of four characters and a suffix char- 
acter. The first four characters identify the MOS 
and the suffix character identifies special quali- 
fications. 

(3) Commissioned officer. The commissioned 
officer MOS consists of four digits and 'a prefix 
character. The four digits identify - the MOS 
and the prefix character identifies special quali- 
fications. 

By-Tidme listirig, A listing of personnel as- 
signed to a particular command with one of the 
duty MOS being surveyed. The by-name list is 
base^ on an extract of the Enlisted Master File 
and is prepared through th^ Inquiry and Repoiis 
Generator System (IRGS). The listing is pro- 
vided with each shipment of questionnaires to 
assist the command in identifying MOS in- 
cumbents. 

A. Item stdtcTTientn A statement of a task per- 
formed, equipment operated or maintained, or 
special requirements needed during job per- 
formance. 

i. Questionnaire, A booklet of item statements 
pertaining to all duty positions within an MOS. 
Normally a separate questionnaire is prepared 
for each three-character MOS ; however, a single 
questionnaire may be used to survey several closely 
related MOS. The cover of tSe questionnaire 
specifies the MOS td which it pertains. 

Data sheet A worksheet (DA Form 4308 
(Military Occupational DataTBank Questionnaire 
Data /Sheet) ) containing background questions 
pertaining to an MOS incumbent. This worksheet 
(fig. 1-1) is filled in at the unit personnel office 
prior tov administration of the questionnaire. The 
data sheet is used by the incumbent to transpose 
information to the questionnaire. DA Form 4308 
will be stocked by MILPERCEN and distributed 
to users in the appropriate quantities as deemed 
nece.ssary. ^ 
1-4. MODB. a. The MODKis a system of collec- 
tion and computer-assisfceji^rocessing, storage, re- 
trieval, and analysis of -detailed military occupa- 
tional information pertaining to almost every 
MOS in the US Army. This occupational infor- 
mation is collected by questionnaires completed by 
qualified MOS incumbents throughout the world. 
Tlie MODB is a management instrument designed 
to provide findings and recommendations to sup- 
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port MOS development, job evaluation, and de- 
termination of qualitative training requirements. 
The MODB is of assistance when determining 
qualitative personnel requirements, force structure 
requirements, doctrine, materiel, and effective as- 
signment and use of personnel. 

6. The MODB system encompasses the follow- 
ing areas: 

(1) User requirements. The occupationi^l in- 
formation required to satisfy user need.s. 
I^uirement.s are satisfied by the design or re- 
design of questionnaires and reports. 

(2) Quest iojimiire developmeTit, Item state- 
ments for questionnaires are developed by the US 
Army Military Pei-sonnel Center (MmPEK 
CEN) from listings prepared by the Anny serv- 
ice school or agency which is proponent for the 
MOS to be surveyed. Item statements are coordi- 
nated with interested agencies and activities. Tlie 
development process is repeated each time an 
MOS is resurveyed- 

(3) Source data collection. Questionnaires are 
liistributed worldwide by MILPERCEN. Each 
participating Army command or activity receives 
questionnaires for an M0& based on the ratio of 
the command or ac^tivity's assigned strength in 
that MOS to the total Army strength in. that 
duty MOS. Questionnaires are redistributed 
to subordinate elements of the command where 
they are completed by incumbonts. The com- 
pleted questionnaires are consolidated by the 
command or activity MODB Project Officer 
and returned to MILPERCEN. 

(4) Data, redwtioTU Data from completed 
questionnaires are transferred to magnetic tape by 
an optical page reader. 

(5) Af OD reports. A variety of Military Oc- 
cupational Data (MOD) reports are available to 
users upon request as described in chapter 3. MOD 
reports are distributed to major users a« they are 
produced. 

(G) Data analysis. The results of each survey 
are analyzed by Military Occupational Research 
Division personnel to determine the amount of 
analysis required. Analytic efforts are concentrated 
in those areas which indicate a need for MOS - 
rostnieturing, or have significant training and 
personnel use implications. Reports wfiich sum- 
manze findings are prepared. The results of ana- 
lytic efforts are presented to interested agencies 
either in writing or by staff visits and briefings. 
Conclusions and recommendations for action are 
developed from -findings or from the results of 
staff coordination as appropriate. 

1-2 
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1-5. Responsibilities, a, DA Staff agencies and 
' major Army commands are responsible for: 

(1) Coordinating item statejnents for ques- 
tionnaire development, as Oippropriate, 

(2) Assisting the data collection effort, as 
appropriiite. 

(3) Using 'MODB data and imi)lenienting 
findings and recommendations, as appropriate. 

h. Commanding General, US Amiv Train i^n/r 
and Doctrine Command (TRADOC)' is respon- 
sible for -submission of questionnaire item state- 
ments, K(^S MILPC~4, Part L to IIQDA 
(DAPC--PMR) 2461 Eisenhower Ave., Alex- 
andria, VA 22331 to suplement item v;tatenu'n(s 
developed by MILPIiRCEN. 
€. MILPERCEN is designated the Monit orinir 
. Agency for the MODB system within its func- 
tional area of responsibility. Del^ailed responsi- 
bilities for monitoring agencies are listed in AU 
18—1. 

rf. The Personnel Management Development 
Directorate (PMDD), MILPERCEX, is respon- 
sible for — 

(1) Designing, coordinating, and maintain- 
ing the MODB, less main-frame automatic data 
processing support. 

(2) Developing and coordinating qtiestion- 
naire item statements with Army StalF agencies, 
TRADOC, and other Army eomniands as 
appropriate. \ 

(3) Developing, print in^j, and distributing 
questionnaires. r 

(4) Monitoring the data collection effort. 

(5) Collecting and preeomputer processing 
completed questionnaires. 

(€) Selecting and designing MOD report 
formats. 

(7) Processing select data through the DQD- 
sponsored Comprehensive Occupational Data 
Analysis Programs (CODAP). 

(8) Conducting analysis of MODB/CODAP 
reports. 

(0) Furnishing MOD reports and MODB/ ^ 
CODAP findings to users, providing pertinent 
i-ecommondations, and monitoring implementation 
of MODB results. 

(10) Providing guidance and assistance on 
the MODB and supporting CODAP to- Arm v 
Staff agencies, Army commands, and other ^Yrm'v 
elements upon rcque^st. 

(11) Providing Anny representation and 
support to interservice programs and activities 
concerning occupational, task analysis. 
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e. The Personnel Information Systems Direc-. 
torato (PERSINS-D), MILPERCEN, is respon- 
sible for operating and maintaining the main-' 
frame automatic data processing support for the 
MODE. 



^ AR 6U-3 

/. Colhcliioti a^encios are responsible for the 
receipt, (ii^tribution, completion, return, and ao 
countabilit^' of MODE questionnaires (RCS 
MILPC-ijj)?art II) . Collection agencies are iden- 
tified anq.t^ponsibilitics listed in chapter 2. 
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MILITARY OCCUPATIONAL DATA BANK 
5UESTrONNAlRE DATA SHEET 
RCS MLPC-A 



NAME 



Lasc 



Q^icst-iounatce . Will be -talcca -at^ 



First 



MI" 



(Date/Time/Location) 

Informat/lon on this page willJ be provided by the Record holding unit of the above 
named individual.' The individual will then carry the completed data sheet to the 
questionnaire administration site and transfer the information to his questionnaire 
in the appropriate spaces in the BACKGROUND INFORMATION section when told to do s6. 
Upon completion of the questionnaire and verification of transferral of information 
from the data sheet, this shpet will be returned to the individual. 

V!t * * ft >!f ft * ft * ft 



BACKGROUND INFORMATION (PART A) - page 1: 



Aa. Duty Position Title 



1. Social Security Number/ (SSN) 2. Component 3. Sex A, Duty Position Code 

RA M (Conpleted by respondent at 

F tho tine he coispletes tho 
MOOB questionnaire) 





/ AUS 
1 USAR" 


5. Type of Unit 6. TC 
TOE / 


NGUS 

)E/MTOE Number 7. 


MTOE 

TDA / 





MTDA 



BACKGROUND INFORMATIONV (PART A) - page 2: 

9. Duty MOS 10. /Primary MOS 11. Additional Skill identifier 



BACKGROUND INFORMATION (PART B) - page 3:\ 

3* Pay grade authorized for present duty position: E-_ 



4. Present duty position is authorized for: NCO 

Specialist 
Neither 



^ ^ i't it ^ ^ <i i: <i i'l ii ^{ 



Detailed Inotructiono to the Personnel CJff icer for proper completion of thlo 
data sheet arc/ printed on the revcrae side. 
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INSTRUCTIONS TO PERSOMEL OFFICER 
BACKGRdUtm INFORMATION C^ART A) should i>e completed as follows; 
Itei 1: Ca r^fullY fill In the individual's Social Security Nutber. 
Ittt 2: Chock line corresponding to individua2^*s conponent. 



I tea 3: Check line corresponding to individual's sex. 

Itea ^a: Print the individual's Duty Position Title. 

Itea Hi Coipleted by individual under direction of the questionnaire administrator. 

Itea S; Check line corresponding to individual's type of unit. If rDA/MFDA is checked^^KIP ITCH 6. 

Itea 6: Clve basic TOC/HTOE: nuaber only. A basic TOt/MFOC nuaber is a nunber, followed by a hyphen, followed by ^ 

nuaber, followed by a single alphabetic character - any letters or nuibers following the alphabetic character 
are oodifiers and are not part of the basic TOC/HFOC nuober. for exaBple, of the TOC nuaber is 7-57GV01, 
the basic TOC nunber is 7-57G. If the basic TOC/MTOr nuober has less than Z digits preceding the hyphen 
and/or less than ^-digits following the hyphen, insert leading zeroes as shown in the exaaple below. 



I tea 7: rill in the appropriate Cocaand Code fron the list: 

01^000 (Aray & Joint Elements) 06-4JSARJ 11-FORSCOM 
02— Hq, JJaurtaent of the Aray 07'-AA0C0M 12— AKC 

05-^riPERCEK ' 08-SUPrHAI IJ-USASA 

. OW- USARtUR 09-USASCH l^USAINfA 

OS^USAEIGHT 10-TRAOOC 15-USACC 

Iteo 6: Fill in the appropriate Location Code froa the list: 



0 7--^ 


5 


7 





16- MTMC 

17- MDW 
10-USACIDC 

19- USAHSC 

20- liSARCC 



21- USACSC 

22- HMDSCOM 
25-USHA 
Sd^OTIiCR CONUS 
99-OrHCR OVCRSCAS 



01— Alaska -ll-H^aii 

02— Antarctica 12— Italy 

03— Antilles 
OW-Azores 

05— Belgiua 

06- ^Be^rauda. 
of— Erigland 
18-£thiopia 

09- ^0 raany 

10— Greece 



13— Japan 
1^— Korea 
15-Libya 
IS— Netherlands 
17^0kinawa 

18- 4>anaBa Canal 2n 26— Tt Bliss 

19- Phillipine Isls 29-rt Bragg 

20- Puerto Rico 



21- Thaliand 31-Ft Carson M-Ft Lee 

22- furkey 32— Ft Devens *»2— ft Lewis 

23- South Aaerica 33-Ft Dix ^3-f t Keade 
2V-Spain 3Wt Eustls ^Wt Ord 

25- Vietna» 55-rt Gordon ^5-^t Polk 

26- ft Benning 36— Ft' Hood <i6-Ft*Riley 



8S-0niCR CONUS 
99-0Tli£R OVCRSCAS 



27-Ft Belvoir 37— Ft S. Houston ^7-Ft Rucktfr 



38— Ft HuaclHiCa 

39- ^ t Jackson 
•^0— Ft Xnox 



^8-Ft Sill 
^9-rt U Vood 



30-Ft Campbell 

Iteis 9 & 10: Give duty and priaary KOS, Include. SQI if present, but not ASI. ASI is recorded In Itei ll. 
KOS 7^F2H^ (with ASI)« code as: 
KOS 11B2H (with SOI), code as: 



CXA.MPLC: 



7 4 F 2 0 



I I B 2 H 



Itea 11: Record Additional Skill Identifier (AS!) if present. 

BACKGROUND INFORMATION (PART D) , complete only the follQwing items: 
Iteas } I h: Self explanatory. 

All ontrica on the MODB Data Sheet muot be completed carefully and accurately 
to Insure that the^ Incumbent can properly complete his MODB Questionnaire. 

Flf/urv I /. Continued 
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CHAPTER 2 



Sept^ 



mber 1874 



SOtJRCE DATA CX)LLECTION FOR ENLISTED MOS 



Objectives* The objectives of source data col- 
lection are to*^obtain and keep current occupa- 
tional informatidn for t^he MODE data base, 
Source Data Collec.tion, RCS MILPC-4r, Part II. 
, 2-2. Restrictions. The following restrictions on 
MQDB field data collection are in effect : 

a. Collection of data from USACC personnel 
statlonfed outside of CONUS is a responsibility 
of the host .command. USACC commanders out- 
side of CONUS will cooperate with the MODB 
fielcf data collection effort. 

Jk United States Army Sccuritj^ Agency (USA 
S*A) personnel will participate in the MODB field 
di^ta collection effort only as it pertains to un- 
classified MOS. The Commanding General, USA- 
SA, has the responsibility for conducting 
analysis of classified positions and furnishing flijs 
inforraafion to MILrPEBCEN on request. 
2-^3. QiHistionnaires. a. Questionnaires for cn- 
listeiMOS consist of : 

n 1)^ Background Information (Part A). 
)(2) Background Information (Part B). 

(3) Task Section. 

(4) Equipment Section. 

(5) Special Requirements Section. 

h. The Army commands and elements listed be- 
low are designated as occupational data Qolloction 
agencies for the MODB system. Sub-elements of 
these actiyities may receive direct shipments of 
MODB questionna^rc^f MOS populations war- 
ran fsepa rate mailing. ^ 

(1) US Army elements*of Defense and^ Joint 
agencies, activities, and commands. 

(2) Headquarters, Department of the Army 
fitaff. 

(3) US Army Military Personnel Center. 

(4) US Army, Europe and Seventh Army. 

(5) Eighth US Army. 
(0) US Army, Japan*' 

(7) US Army Air Defense Command. 

(8) USARPAC, USARL, and USARSO 
until discontinued. 

• (0) US Army Support Command, Thailand. 

(10) US Army Support Command, Hawaii. 

(11) All active Amy installations, forces, 
and activities organized under the US Army 
Training and Doctrine Command (TRADOC) 
or the US Army Forces Command (FORSCOM). 

(12) US Army Materiel Command. 

(13) US Army Security Agency. 

2-^ 



(14) US Army Intelligence Agency. 

(15) US Army Communicq^tions Comman^S. 

(16) Military Traffic Management Command. 

(17) US Ai-my Militai-y district of Wash- 
ington. / . 

(18) US Ai-my Criminal Investigation Com- 
niand. 

(19) US AiTOy flealth SOi-vices Command. 
(50) US Army Recmiting Command. 

(21) JJS Army Ballistic Missile Defense Sys- 
i^ms Command. 

(22) US Army Club Management Agency. 

(23) US Disoiplinai'y jBarracks. 

2-4. Responsibilities, a. / Collection agencies 
will — / 

(1) Maintain accountability of question- 
naires received frofn^and returned to MILPER 
CEN. T 

(2) Return completed questionnaire^ipfo 
HCiDA (DAPO-PMI^ 24GL Eisenhower Ave., 
Alexandria, VA 2233L 

(3) Subal locate questionnaires to subordi- 
nate commands or elements based upon established 
priority^ 

(4) Transmit questionnaires to subordinate 
commands as expeditiously as possible. 

(5) Establish and maintain a system of proj- 
ect officers for the MODB. Commanders at any 
level may appoil'it project officers as desired to 
accomplish source data collection. Personnel Sur- 
vey Control Officer^* (see AR G00-4C) may be ap- 
pointed as MODB Project Officers. A project 
officer miiHt be someone controlling or managing 
personnel rocords^ancl/or assignments. Test Con- 
trol Officers (TCO) are not normally in a posi- 
tion to perform MODB Project Officer duties; 
however, they may be appointed as MODB ques- 
tionnaii-e administrators. Project officers will ho 
appointed through separate battalion level and 
through ^organizations and installations com- 
parable in size to battalions. Collection agencies 
receiving questionnai res di rectly from MIL 
PERCEN will provide the name, complete ad- 
dress, and tx^lephono number of the MODB 
Project; Officer to HQDA (DAPC-PMR) 2401 
Eisenhower Ave., Alexandria, VA 22331. 

(6) Submit an aclcnowlcdgment of receipt 
report and return reports to HQDA (DAPC- 
PMR) 2^161 Eisenhower Ave., Alexandria, YA 
22331. 
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(a) The acknowledgment report will be 
sent within 7 days of receipt of complete shipment 
and include - acknowledgment of contents or 
identification of shortages. 

(6) The return reports will be sent with 
each shipment of completed questionnaires. The 
reports will include tjle number of completed 
questionnaires, by MOS, and the number of un- 
completed questionnaires by MOS. Uncompleted 
questionnaires will not be returned without MIL 
PERCEN approval. 

(7) Collect data for MpDB project special 
surveys when required. ' 
I>. Subordinate commands will — 

(1) Maintain a system of MODB project of- 
ficers at appropriate levels of command. 

• (2) Maintain accountability of question- 
naires received and completed questionnaires re- 
turned to 'tUe MODB project officer or to 
MaPERCEN. 

(3) Allocate questionnaires and data sheets 
to subordinate commands following established 
p^riorities. Questionnaires will be distributed to 
MOS incumbents at the administration site only. 

(4) Validate information on by-name Ifsting. 

(5) Select qualified incumbents ^to complete 
questionnaires. 

(G) Direct that qualified individuals com- 
plete data sheets for MOS incumbents. 

(7) Administer questionnaires as expedi- 
tiously as possible. 

(8) Return completed questionnaires to the 
MODB project officer or to MILPERCEN, as 
appropriate. 

c. Units wiH — 

(1) Assist in selecting qualified incumbents 
to complete questionnaires. If personnel on the 
bv-name list are disqualified or unavailable be- 
cause of PCS, ETS, wrong DMOS, or TDY 
status, then the imit will screen its records for 
qualified replacements. 

(2) Insure that data sheets are accurately 
completed for incumbents. 

(3) Insure that incumbents report to the 
([uestionnai^e administration site, with the com- 
pleted data sheet, as specified by the MOPB 
project officer. 

2-5. Administrative procedures, a, Question- 
.naires and data shoots will bo distrihutod to col- 
lection agencies. Ijctters will precede each 
shipment of questionnaires and will include — 

(1) A list o£ the MOS questionnaires to be 
included in the shipment. 

(2) Quantities of quest ionnai res to be com- 
^ pktod for ottrh MOS. 

TAdO l2flA i o 
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(3) Aji authorized TOE duty position list 
for each MOS in the shipment. 

(4) A by-name listing of mdividuals by com- 
mand who, according to enlisted master file, have 
the duty MOS being surveyed. 

(5) An acknowledgment of receipt form. 

J. Priority for distribution of questionnaires is 
to incumbents in TOE or TDA positions that — 
^(1) Are identified by all skill levels author- 
ized for the MOS. 

(2) Are graded in all grades authorized for 
the MOS and skill level. 
^ (3) Occur in as many types of TOE and 
TDA as possible in which the MOS is authorized. 

(4) Occur in units located in as many dif- 
ferent countries or geographic areas as possible. 

c. The following time requirements are in effect 
for questionnaire Administration : 

(1) Collection agencies ar6 autliorized 75 
days for questionnaire administration. The time 
requirement commences with the date of receipt of 

• each shipment of blank questionnaires by the col- 
lection agency and terminates with date of dis- 
patch of completed questionnaires to MILPER 
CEN. Completed questionnaires should be re- 
turned as often as necessary to prevent a backlog 
at any command level. ^ 

(2) jWhen additional time is required to com- 
plete questionnaires, MODB project officers will 
stibmit requests for extensidb to HQDA (DAP(^~ 
f*MR) 24G1 Eisenhower A\e., Alexandria, VA 
22J131, stating the reason for the time extension. 

Utmost care must be exercised while han- 
dling and preparing questionnaires for shipment. 
(See DA Pam 011-3 for packing instructiohs.) 

0, MODB does not survey classified MOS; h6w- 
ever, an unclassified questionnaire may become 
classified by inclusion <5f classified data. Such 
questionnaires will be safeguarded in accordance 
with provisions of DOD 5200.1-11 and AR 380-5/ 

/. Instructions for questionnaire administrators 
are included in DA Pamphlet Gll-3. The question- 
naire administrator is required to sign the cover 
page and print his name, grade, organization, and 
date of administration. This procedure provides 
a reasonable assurance that questionnaires are 
properly checked in the presence of the incumbent 
and that! on-the-spot Corrections have been made 
as required. Although the incumbent enters his 
niame and telephone number on the cover page, 
once he has departed the administration site cor- 
rections are difficult or impossible to make. Cor- 
rections are limited to those listed at paragraph 
4r-l, DA Pamphlet Cll-3. No attempt will be made' 
to influence or change the incumbent's responses 
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to questionnaire items or his entries on the write- 
in pages. 

g. Project officers will make every effort to 
locate MOS incumbents to complete all question- 
naires. Additional time to administer question- 
naires %vill bo requested rather than perfunctory 
acceptance of h Ipw completion rate. 

h. After all* reasonable attempts to locate quali- 
fied MQS incumbents have been exhausted, project 
officers contact the MODE project officer at 
the next higher level of command and will request 
disposition instructions for unused questionnaires. 

L Upon notification of existence of uncomplete(^. 
questionnaires at a lower level, project officei-s will 
effect redistribution of the questionnaires within 
their command or agencies to achieve maximum 
possible completion. If, after redistribution, there 
are still uncompleted questionnaires, • the next 
higher level will bo notified and the redistribution 
process will bo repeated. 

j. Blank (uncompleted) questionnaires will not 
bo returned to MILPERCEN without approval. 
Collection agency MODE Project Officers will re- 
port the number of blank booklets, by MOS, to 
HQDA (DAP(VPMR) 2461 Eisenhower Ave., 



/ 
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Alexandria, VA 22^31, and will request disposi^ 
tion ijistructions. If data from the Inquiry and 
Repotts Generator System indicates sufficient \il 
cumbents. exist in ia command to complete addi- 
tional questionnaires, the command will iL 
instructed to iftake additional attempts to corL 
pleto the questionnaire. [ 
2-6. MOS incumbent selection, a. The selection 
of qualified MOS incumbents is the responsiibilfty 
of the MODE prbject officer at the level of cc 
mand closest to the incumbent. Qualified (in- 
cumbents are those incumbents who are lost 
qualified to accurately describe their current d ity 
position. f 
6. As minimum criteria for selection, tlie jFol- 
iflustbemet; 
<!umbent's tli roe-character chity 
atch the three-character MOS 
printed on the (juestionnairo ho is to coniploto. 
The incumbent nust bo working in that dutv 
MOS. ^ . ^ J 

(2) The inciimbont must have been working 
in his current duty position for a minimum of 3 
months within> the same country or geographical 
area. 



lowing conditions 
(1) The m 
MOS must mo 
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CHAPTER 3 
MODE REPORTS FOR ENLISTED MOS 



3-1. Objectives. Tho oHjoctivos of tho MODE 
reports are to — 

a. Produce reports based on enlisted three- 
character anlt four-clmractor MOS on such,.itoins 
as tasks accomplished, equipment operated* and 
maintained, and kndwledgo and special require- 
ments needed for successful job performance, 

6. Produce a variety of standard, special, and 
CODAP reports conAistent witliliser needs. 
3-2. Standard reports. MODE standard reports 
contain computed data for all item statements in 
a questionnaire derived from tho responses sup- 
plied by a randomly selected sample of an MOS 
popujation. All standarrd reports are distributed 
to principal users as they are produced. There are 
two typos ok standard reJ)orts, three-character 
MOS reports and four-character , MOS (skill 
level) reports. Each typo of report can bo pre- 
sented in two formats. 

a. Items rariked hy mean valtiea, Tho purpose 
of these roport.s is to rank tho responses to ques- 
tionnaire items in tho order of tho mean Value of 
positive responses by cate^^ory of relative time 
spent within each duty or subsection. All item re- 
sponses are positive answers and indicate how tho 
respondent performs, uses, maintains, or needs tho 
item to some deforce in the performance of his 
duties. Tho mean value of positive responses by 
catepfory of relativ^> time spent is calculated and 
the items are printed in descending order witliin 
duty or subsection. Tho mean value of positive re- 
sponses for each entire duty or subsection is also 
calculated so that questionnaire duties or subsec- 
tions appear in descending mean value order. A 
median value is computed and printed for each 
item based on tho number of positive responses by 
category and the total number of positive re- 
sponses, Tho percentage of positive responses by 
category of relative time spent to an it^om is also 
calculated and printed. There are two standard 
mean value report formats, 

(1) Items ranked by mean value by three- 
character MOS, This repoit is useful in comparing 
the item statement responses for tho entire MOS 
with rcspbnses by selected groups of respondces. 
or with similar items in a different MOS. 

(2) Items ranked by mean value by four- 
character MOS. This report is similar in format 
to the items ranked by moan value by threo- 



character MOS, except that tho ranking i^ based 
on responses for the skill'lovel for an MOS. 

h. Items in questionnaire order. These reports 
contain tho same it(?m-by-item information as tho 
reports ranked by mean value; however, the order 
of listing is different. Tho items are listed in pre- 
cisely tho same order in which they appeared in 
tho questionnaire. There are two standard ques- 
tionnaire order report formats. 

(1) Items in questionnaire order by three- 
cluu acter MOS, 

(2) Items in questionnaire order hy four^ 
Qharacter MOS. 

3-3. Special reports. MODB special reports con- 
tain the results of computations for all item state- 
ments on a questionnaire for the sampled popula- 
tion of an MOS or a specified portion of that 
sample. Special reports are available in question- 
naire order format or moan value order fornfiat. 
Special reports are pi*opared ajid distributed on 
request. The principal typo is tho selected criteria 
report keyed to any item or sequence of items 
'h-ppearing on tho Background Information Sum- 
mary (para iV^i). Another frequently used special 
report is the Duty Position Report which is useful 
in comparing tho item statement ref^ponses in dif- 
ferent duty positions within an MOS or of tho 
same duty position in a different MOS. 
3-4. Background information (BI) summary, 
fl. This report is produced from tho data contained 
in Background Infonrtation (Part A) and Back- 
ground Information (Part B) sections of the ques- 
tionnaire. ThoToport presents a sumtnaiy of Imck- 
ground information for personnel who completed 
a particular MOS questionnaire and permits tho 
user to select special reports which' will bo most 
meaningful. The following data elements are con- 
tained in the BI summary. 

(1) Social security number. Lists of SSN do 
not appear In the biographic fiummaiy repor-t. 
Special MODB repprts by SSN may*not4)o re- 
quested. SSN data is used only for MODB data 
analygis. 

(2) Component (RA/AUS/USAR/NGUS). 

(3) Sox. 

(4) Duty position title. I 

(5) Cbmmand. 

(6) Location. 

(7) Duty MOS. ^ 
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(8) Primaiy MOS. Lists of PMOS do not 
appear in tho biographic summary report; how- 
ever, special reports may be requested based upon 

, any PMOS- laiown to be hi the sample. 

(9) Pay grade. 

(10) Status (NCO/Specialist/neither). 

(11) Pay grade authorized for actual du^;y 
position. , ' 

(12) Status authorized for actual, duty 
position. 

(18) Length of service. 

(14) Total time in present PMOS.' 

(15) How incumbent received present 
PMOS. 

(^C) Total Uime in present duty position. 

(17) Soura) of training for present duty po- 
sition. 

(18) How job uses incumbent's talents and 
training. 

(19) Inciirftbont's description of the interest 
level of his job. 

(20) Amount of time spent in non-MOS 
tasks. 

(21) Number of people supervised. 

(22) BBghest level of education completed. 

(23) Foteign language requirement. 

(24) Vehicle operator's permit requirement, 

(25) Security clearance requirement. 

(26) Physical characteristics required. 

(27) Current rcenlistment plans. 

h. A Background Information Summary will 
] be produced for each report produced in question- 
* nairo order f ornjiat. 
3-5. CODiAP reports. MODB/OODAP reports 
contain the results of computations for all items 
statements on a questionnaire for the sampled 
population or a specified portion of that samj^le. 
Due to the complexity of the CODAP programs 
and tlio need for interaction between the analyst 
and the computer, MODB/CODAP reports will 
normally be used exclusively in the MODB data 
analysis process. Specific MODB/OODAP reports 
may bo included in MODB data analysis findings 
when appropriate. 

3-6. Requests for MODB reports, a. Standard 
reports are automatically distributed to selected 
major usoiu 

&. Roque5t5 from Army Staff agencies ' and- 
Army commands to bo placed on or removed from 
tho selective MODB standard report distribution 
list will be transmitted through channels to HQ 
DA (DAPC-PMR) 2461 Eisenhower Ave., Alex- 
andria, VA 22331. Commanders within channdls 
will forward requests from subordinate elements 
when tho data requested is not available olsowhoro. 
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Requests will be" consolidated when possible. Dis- 
tribution normally will be limited to orie cQpy of 
each report. Army service scjiools, groups, insti- 
tutes, aiid agencies subordinate to TRADOC; and 
commands ^subordinate to AMC may send re- 
quest directly tp H<iDA ^(DAPC-Piill) 2461 
Eisenhower Ave., Alexandria^ VA 22331, with an 
information copy to Commander, TRADOC or 
AMC as appropriate. 

^ 0. Requests for MODB special reports will be 
transmitted in the same manner as for standard 
reports. 

d. When a major user develops specific inforiha- 
tion requirements which cannot be satisfied by 
MODB standard or special reports, these require- 
ments should be discussed with MODB personnel 
to determine if the required Information can be 
obtained through a special survey. 
3-7. Data reliability, a. The sampling error, or 
difference, between the MODB survey result and 
the result which would be derived from the ehtire 
MOS population using the MODB questionnaire 
as the measuring instrument, is refer^-ed to as the 
reliability of the MODB sample yesult. MODB»^ 
sampling, which follows a propoHionato strati- 
fied sampling plan, provides for sample sizes 
which will yield results with a precision (or relia- 
bility) of plus or minus 5 per cent for a response 
rate (per cent DO) of "50 per cent at the three- and 
four-character MOS levels. 

5. MODB users who anticipate the need for data 
reliability of plus or minus 5 per cent for popula- 
tions other than three or four-character MO^S. 
should make their requirements Icnown to HQDA 
.(DAPC-PMR) to permit tho appropriate adjust- 
ment of sample sizca 

Tlio nonsampling error, primarily introduced 
by questionnaire design, response errors, and 
data redaction procedures is controlled the 
following; 

•(1) Close coordination of questionnaire item 
statements with all intiSrestcd agencies and 
activities. \ 

(2) Pretesting )9f questionnaires by qualified 
MOS iiicumbents. ^ - . 

(3) ProKcanning of blank queytionn^iire pages 
to 'eliminate errors which might bo imparted by 
the quality of the paper or tho printing. 

(4) Daily operational checks of tho optical 
scanner itself to insure the reliability of the 
machines performance. 

(5) A quality control program inrtho data 
reduction phase involving 'both manual and 
comput<sr-assistcd checks. * 
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3-8. Supplemental publications. The following 
material, which may be requested by writing 
HQDA (DAPC-PMR) , havce been designed to aid 
the MODB user and/or questionnaire item writer, 
'a. The MODB User's Information Manual 
which provides the user with a detailed descrip- 



AR 611-3 

tion of MOD report formats and a general dis- 
cussion of the statistical foundation upon which 
data are based, 

6. MODE Guidelines and Instructions for Item 
Writers which provides a detailed methodology 
for the development of diaty/task lists. 



The proponent agency of this regulation is the US Army Military P^erson- 
nel Center. Users arie invited to send comments and suggested improve- 
ments on DA Form 2028 (Recommended Changes to Publications and 
Blank Forms) direct to HQDA (DAPC-PMR) 2461 Eisenhower Avenue, 
Alexandria, VA 2231 1 . . 
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